Bishkek International School

Job Description: Management Systems and Software Administrator

Bishkek International School is a non-profit community school providing excellent international education in
a safe, supportive and friendly environment. The school opened in September 2011 and now has 300
students from age 2 to 18. Fifty-five percent of our students are American, Asian and European citizens,
children of employees of embassies, international organizations and international business or NGOs. Forty-
five percent of students are Kyrgyz citizens. The school welcomes all students regardless of ability, gender,
ethnicity, language, or religious belief and everyone is encouraged to take part in all school activities. BIS is
accredited by the New England Association of Schools and Colleges (NEASC) Commission on International
Education. As an IB World School we offer the IB Diploma Programme, IB Middle Years Programme (MYP),
and IB Primary Years Programme (PYP). We are also a Cambridge International School, with Cambridge
Assessment International Education accreditation for the IGCSE programme.

RESPONSIBILITIES

1. ManageBac administration
(i) Ensure that timetables are updated in ManageBac
(i) Establish class group lists and update them as the situation changes

(iii) Ensure that all ManageBac users are registered and have appropriate access (staff, students,
parents)

(iv) Facilitate the transition of timetable presentation into the ManageBac system.

(v) Track and update attendance data for all levels of school.

(vi) Provide bilingual training for students, parents, and staff in the effective use of key functions.
(vii) Provide timely support for students, parents, and staff on technical questions or issues.

(viii) Support programme coordinators in generating accurate reports of academic progress on a termly
basis.

(ix) Facilitate the annual transition process between grade levels and export of curriculum plans.
(x) Liase with the external ManageBac support team on technical problems in a timely manner.

(xi) Maintain confidentiality of all student, staff and parent information.

2. SchoolsBuddy administration
(i) Maintain the links with ManageBac and ensure that all users are registered and have access.
(ii) Ensure that SchoolsBuddy is used effectively by users.

(iii) Facilitate the transition of ECA booking to Schoolsbuddy.

3. Google Workspace management:

(i) Investigate how to move from esca.kg as our main workspace to bis.kg, advise the Management
Board on action required, then implement approved changes;

(ii) Install apps/extensions as required;

(iii) Solve problems that arise (e.g.: emails not being delivered).

4. Web hosting management:

(i) Maintain all hosting domains for BIS, including passwords, ensuring payment and constant
operations.
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(ii) Review the web console each month to ensure hosting payment is up to date;

(iii) Review the monthly report received at it@esca.kg indicating if problems/weaknesses are found on
any script on our web storage.

(iv) Maintain and upgrade the BIS website in terms of software and visual impact

(v) Consolidate hosting to make life simpler for BIS in future

5. Work with the IT specialist to support school staff and students:

(i) In partnership with the IT specialist, keep a record of all IT facilities in the school and provide an
annual report on capacity and purchase requirements to meet school needs in the next academic
year;

(ii) Work with the IT specialist to identify BIS needs and resolve problems;
(iii) Install updates when the IT specialist is not available;

(vi) Provide back-up support to teaching staff in resolving IT issues.

6. Computer Science and ICT Teaching:

(i) Support the Computer Science Teacher as a second teacher in Grade 9-10, to support students with
limited English language skills or limited computer science skills.

(ii) Support the Design Teacher as a second teacher in Grade 6-8, to support students with limited
English language skills or limited computer science skills.

(iii) Run workshops for Teachers on using technology in the classroom and introducing students to
coding skills

(iv) Teach coding for selected classes in the Primary Years Programme in partnership with Homeroom
Form Teachers. Educate student to understand concepts such as: actions triggered by an event;
decision made based on a condition; loops and iteration; variables. The main tool will be Scratch but
other “drag and drop blocks” programming environment could be used (Blockly, Lightbot, App
Inventor). Non-coding activities should also be planned (Pivot Animator, 3D Design, code.org, etc).

Extra-Curricular Activities

1. Organize and manage extra-curricular activities that promote positive interactions and language
development among students of all ages, with a focus on software coding and mathematics skills.

2. Organize and manage Math and Informatics Olympiads at BIS in English and Russian language, involving
a wide range of schools.

3. Support BIS students in preparing for Grade 9, Grade 11 national exams in Math and ORT university
entrance exams.

General

1. Provide administrative support for organization of school events, including negotiations and contract
management with suppliers, as directed by the Head of Administration.

2. Provide interpretation and translation support for events and documents as requested by the Head of
School or Head of Administration.

3. Actinaccordance with the budgets, policies, procedures, directions and decisions of the school
management

4. Act as ambassador for the school and act in a manner that upholds the values and ethos of the school
at all times

5. Maintain high quality standards in all areas of the school
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6. Any other activities as agreed with management to contribute to overall development of the school.
REPORTING

Report to the Assistant Head of School for Software and Systems Administration.

Report to the Head of Computer Science for teaching responsibilities.

Report to the Head of Administration for administration duties.

TIMING & DURATION

The position is available starting 16 August 2021. This is a full-time long-term position with an initial contract
of 12 months (subject to 3 months’ probation) which will be renewable by mutual consent.

REQUIREMENTS
e University Degree in Informatics or a related subject.
* Ability to plan strategically, to set and meet deadlines and to implement plans
e Excellent interpersonal, team leadership and membership skills
e Able to communicate well with students, staff and parents and gain their confidence and respect
e A commitment to Professional Development
e Good spoken and written English
DESIRABLES
* Prior teaching experience
APPLICATION
= Send your application in English by email to hr@bis.kg by Friday 30*" July 2021

* Include: (i) a brief cover letter summarizing your suitability for the post and the reason for applying;
(ii) your CV; (iii) a list of three referees with contact details.

OnucaHue paboTbl: AGMUHUCTPATOP CUCTEM YNPaBAEHUA U NPOrPaMMHOro
obecneyeHuns

Bishkek International School - 3To HeKoMmepUecKan obLLeCcTBEHHAA LWKON3,
npeAoCTaBNAOWAA OTAIMYHOE MEXAYHapoaHoe 06pasoBaHue B
6e3onacHol, baaronpuATHON M ApyXKecTBEHHOM cpese. LLIKona oTKpbliach
B ceHTAbpe 2011 roga v B HacToswee Bpemst HacunTbiBaeT 300 y4eHMKOB B
Bo3pacTe oT 2 o 18 net. MATbAECAT NATb NPOLEHTOB HaWNX Y4EHUKOB -
rpaxkgaHe CLWA, Asnn n EBponbl, 4eTK COTPYAHMKOB NOCONLCTB,
MeXAYHapOoaHbIX OpraHn3aLmii, mexayHapoaHoro 6usHeca uam HIMO.
COpOK NATb NPOLLEHTOB y4YalLMXcA - rpaxaaHe KoiproisctaHa. Lkona
NpWBETCTBYET BCEX CTYAEHTOB, HE3aBMCMMO OT CNOCOBHOCTEN, NoAa,
3THUYECKOM NPUHALNENKHOCTH, A3blKa UM PENUTUO3HbIX YOEXAEeHW M, U
BCEX MOoOoLWpPAEeT NPUHUMATb y4acTUE BO BCEX LLUKOIbHbIX Meponpuatuax. BIS
aKkKkpeanToBaHa Komuccuneit no mexayHapogHoMy o6pasoBaHmio
Accoumauum wkon u konneaxen Hosolt AHrnnm (NEASC). Kak wkona IB
World School mbl npeanaraem AunaomHyto nporpammy IB, nporpammy IB
Middle Years Programme (MYP) 1 nporpammy IB Primary Years Programme
(PYP). MbI Takxke aBnsemcs KembpuaKCKo MexKAyHapOAHOM LLKOOM C
akKkpeguTtaymen Cambridge Assessment International Education gns
nporpammol IGCSE.

OBA3AHHOCTH
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1. ApgmuHuctpmposaHmne ManageBac

(i) ObecneueHune obHOBNEHUA pacnMcaHna B ManageBac

(ii) CoctaBneHme cnMCKOB rpynn KAaccoB 1 Mx 06HOBAEHME N0 Mepe U3MEHEHUA
cUTYaumun

(iii) Y6eantbea, uto BCe nonb3osatenn ManageBac 3apernctpupoBaHbl U UMeroT
COOTBETCTBYIOLWMIA A0CTYyN (NepcoHan, ydeHUKN, poantenm)

(iv) CopeicTBme nepexoay NnpeacTaB/ieHUs pacnucaHua B cuctemy ManageBac.

(v) OTcnexueaTb M 06HOBAATL faHHbIE O NOCELLAEMOCTU A1 BCEX YPOBHEW
LWKOAbI.

(vi) ObecneyeHne AByA3bIYHOTO 0BYYEHUSA YYALLMXCA, POAUTENEN U NEPCOHaNa
3¢ PEKTMBHOMY MCMO/Ib30BAHMIO KAOYEBbIX GYHKLUMIA.

(vii) ObecnevyeHne cBoeBpeMEHHOM NOAAEPMKKN YUaLLMXCA, poauTenein u
nepcoHana no TeXHUYecKMm Bonpocam u npobaemam.

(viii) Oka3biBaTb NOAAEPIKKY KOOPAMHATOPAM NPOrPaMM B COCTABIEHUMN TOUHbBIX
oT4eToB 06 yCneBaeMoCTN Ha CEMECTPOBOW OCHOBE.

(ix) ComeicTBUME EKETOLHOMY MPOLECCY NEPEXOAA MEXKAY KNAaCCaMU U IKCMOPTY
NN1aHOB y4ebHbIX NpOrpamm.

(x) CBoeBpemeHHO Noaaep1BaTh CBA3b C BHELLHEN rpynnoi noaaepkKu
ManageBac no TexHu4eckum npobaemam.

(xi) Cobnogatb KOHPMAEHUMANBHOCTb BCEM MHPOPMaLMM 06 yYeHUKaX,
nepcoHane u poantensax.

2. AgmuHuctpauma SchoolsBuddy

(i) Nopnep:kmnBaTtb cBA3b ¢ ManageBac 1 cneguTb 3a Tem, UTOObLI BCe
nonb3oBaTenv 6bian 3aperncTpUpPoBaHbl U UMen 4OoCTyn.

(ii) ObecneueHune adpdpekTMBHOIO Mcnob3oBaHUA SchoolsBuddy
NnoAb30BaTENAMM.

(iii) CogeicTBmne nepexony 6poHumposaHua ECA B Schoolsbuddy.

3. YnpasneHwue pabounm npocTpaHcTBom Google:

(i) 3yunTb, Kak nepeiiTn c esca.kg B KauecTse Halwero oOCHOBHOro paboyero
npocTpaHcTBa Ha bis.kg, npokoHcyAbTMpoBaTb MpaBaeHMe o Heo6Xxo4UMbIX
AeNCTBUAX, a 3aTeM BHEAPUTb YTBEPIKAEHHbIE U3MEHEHUS;

(i) YcTaHOBKa NpmaosKeHUin/paclumpeHunin no mepe HeobXxoANMMOCTH;
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(iii) PeweHme Bo3HMKatOWMX Npobsiem (Hanpumep, HeA0CTaBKa 3/IEKTPOHHOM
noyThbl).

4. YnpasneHune BeH6-XOCTUHTOM:

(i) BegeHme Bcex XOCTUHIOBbLIX 4OMEHOB s BIS, BKAoyasa naponu,
obecneyeHune onaaTbl M NOCTOAHHbIX ONEepauUmii.

(i) exxemecA4YHO NpocmaTpUBaTb BEH-KOHCONb, YTOObI ybeauTbeA, 4To oniaTta
XOCTUHIa ABNAeTCA aKTyaanoﬁ;

(iii) NpoBepkKa exxemecayHOro oT4eTa, MOAy4aemoro no agpecy it@esca.kg, ¢
yKasaHvem npobaem/HeaoCcTaTkos B 1l060M CKpMnTe Ha Halem Be6-
XpaHuauue.

iv) nogaeprkaHue n obHoBneHUe Beb-caliTa BIS ¢ TOUKM 3peHUs NporpammHoOro
obecneyeHus 1 BM3yasibHOrO BO34,eNCTBUSA

(v) KoHconnampoBaTb XOCTUHT, YTOBbI YNPOCTUTL *KM3Hb BIS B ByayLiem.

5. Pa6ora c IT-cneymanncrom ans nogaeprKku WKOAbLHOIO NepcoHana u
YYEHWKOB:

(i) B coTpyaHuuecTse c IT-cneumannucTom Becty yyet Bcex IT-cpeacTs B LWWKose U
npeaocTaBAATb eXXeroAHbl 0TYET O BO3MOKHOCTSX U NOTPebHOCTAX B
3aKynKax 41 yo0BAeTBOpPEeHMA NOTPebHOCTEN WKObI B CAeAyoLem

yuyebHoMm roay;

(ii) PaboTaThb C IT-cneunanmMcTom Hag onpegeneHnem notpebHoctel BIS u
pelweHnem npobnem;

(iii) YcTaHaBnmBaTb 06HOBAEHMA, Koraa UT-cneumannct HegoCTyneH;

(vi) OKkasbiBaTb NoAAepKKy NpenogaBaTe/ibCKOMY COCTaBy B pelleHnn npobaem
cUT.

6. [lMpenogaBaHue MHPoOpMATUKM U UKT:

(i) NoppepKa yuntens nHGopmMaTMKKN B KauecTse BToporo yuntens B 9-10
KNnaccax A1A OKa3aHWA NOMOLLM yYaLLMMCA C OFPaHUYEHHbIMWU 3HAHUAMM
QHTIMACKOTO A3bIKA UKW OrpaHMYEHHbIMW HaBblKaMu B 061acTu
NHPOPMATHKM.

(ii) NopaeprKKa yunTena ansaiHa B Ka4ecTBe BTOPOro yuntens B 6-8 knaccax
ANA NOAAEPHKKMN YUALMXCA C OFPaHUYEHHBIMWU 3HAHUAMM aHTIMIACKOrO
A3bIKa MW OTPAHNYEHHbIMU 3HAHUAMMN MHDOPMATHKMK.

(iii) MpoBeaeHMe cemnHapoB ANA yunteneil No NCNob30BaHUIO TEXHONOTMI B
KNacce U 03HAaKOM/IEHMIO YUALLMXCA C HAaBblKaMW KOAMPOBAHUA.

(iv) MpenogaBaHne KOANPOBAHUA ANA OTAENbHbIX K1acCOB B pamKax
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NPOrpamMmbl Ha4yasibHbIX KACCOB B MAPTHEPCTBE C y4UTENAMMN JOMALLHUX
Knaccos. O6y4YnTb yyaLLMXCA MOHMMAHMIO TAaKMUX MOHATUM, KaK: AeACTBUA,
Bbl3blBaeMble COObITUEM; pELLEHME, MPUHMMAEMOE Ha OCHOBE YC/10BUA;

LMKAbl U UTepaunn; nepemeHHbole. OCHOBHbIM MHCTPYMEHTOM byaeT
Scratch, HO MOXHO MCNOb30BaTb U ApPYrue cpesbl NPOrPaMmMmUPOBaHMUA
"nepetackuBaHus 610koB" (Blockly, Lightbot, App Inventor). Takxke cnegyet
3an1aHMpPOBaTb 3aHATUSA, HE CBA3aHHble C NporpammupoBaHmnem (Pivot
Animator, 3D gusaliH, code.org u T.4.).

BHeknaccHaa geATeNbHOCTb

1. OpraHu30BbIBaTbL M MPOBOAUTL BHEKAACCHBIE MEPOMPUATUA,
cnocobcTBytOLLME NO3UTUBHOMY B3aUMOAENCTBMIO U PAa3BUTUIO A3bIKa
CPeAM yyaLLmxca BCEX BO3PACTOB, C aKLLEHTOM Ha KoAWpPOBaHWe
nporpaMmHoro obecnedyeHms N matemaTuyeckne HasblKu.

2. OpraHusaums v ynpasaeH1e oIMMNMagaMum No MaTeMaTUKE U
MHPOpPMaTHKe B BIS Ha aHTIMIACKOM M PYCCKOM AI3bIKAX C y4acTMem
LUMPOKOTO Kpyra LWKOJI.

3. MNoppep»kKa ctyaeHTtos bMP
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